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The problem of this study was to conduct a survey of the business 
education graduates of W. H. Lanier High School, Jackson, Mississippi 
during the years of 196?, 1970, and 1971. The purpose of the study 
was to determine the effectiveness of teaching and to note implications 
for program improvement.
In order to secure background data on graduates of the business 
education department for the 19&9, 1970, and 1971 graduates, it was 
necessary to develop a survey instrument that would secure the opinions 
of the graduates regarding program evaluation and suggestions for 
improvement in these offerings. Therefore, a questionnaire was developed 
and approved of by Dr. John C. Peterson, Professor at the University of 
North Dakota, Grand Forks, North Dakota.
A mailing list of all graduates in the business education depart- 
ment at W. H. Lanier High School was compiled. To formulate this list, 
the writer obtained names and addresses of the graduates from the 
school's records and new addresses from relatives and friends. From 
this list it was determined that there had been 119 students to graduate 
during the years of 1969, 1970, and 19 7 1.
A questionnaire and cover letter was composed and approved by 
Dr. John C. Peterson, Professor at the University of North Dakota
1
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during the Summer of 1970. (See Appendix B, page 59 ). The question­
naire, cover letter and return envelope were assembled and mailed to 
the graduates August l£, 1972.
Within two months time, 113, or 9^*96 per cent, of the graduates 
had returned their questionnaires. From these responses, data was 




The problem of this study was to conduct a survey of the business 
education graduates who graduated from W. H. Lanier High School, Jackso] 
Mississippi during the years from 1969 through 1971* The purpose of 
the research was to determine the effectiveness of the business program 
and to note duplications for program improvement.
To accomplish this objective, a list of 119 graduates was compile, 
from the school's records and additional addresses secured from friends 
and relatives of the graduates.
This chapter is concerned with interpreting the data from the 
questionnaires of the 1969, 1970, and 1971 business education graduates 
of W. H. Lanier High School. To interpret the data adequately, this 
section was divided into the following six areas:
1. General
2. General Employment Information Regarding Graduates
3. Business Training Received by Graduates
U. Duties performed by Graduates on Their Initial Jobs and
Whether They Were Adequately or Inadequately Prepared
5. Various Types and Number of Office Machines Used by Graduates 




6. Recommendations for Improvement of the Business Education. 
Department
Explanation of Responses
Table 1 on page h presents an analysis of the final returns 
according to the year of graduation. Of the 119 questionnaires mailed, 
113 were returned, or 9U.96 per cent; 5 questionnaires were not returned, 
or It.20 per cent, and 1 graduate was not located, or 0.8U per cent. The
r.greatest percentage of returns came from the graduating class of 1971, 
with a 100.00 per cent return, and the smallest percentage of returns 
came from the graduating class of 1969 with 81;. 00 per cent return.
TABLE 1
NUMBER OF QUESTIONNAIRES RETURNED BY THE BUSINESS EDUCATION 
GRADUATES OF W. H. LANIER HIGH SCHOOL, JACKSON, MISSISSIPPI
Year of Graduation
Item 1969 1970 1971 Total
Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
Questionnaires
returned 31 83.78 33 100.00 h9 100.00 113 9U.96
Questionnaires
not returned 5 13.51 0 0 0 0 5 ii.20
Graduates not
located 1 2.71 0 0 0 0 1
CO•
Total 37 100.00 33 100.00 k9 100.00 119 100.00
Marital Status of Business Education Graduates
Table 2, page 5, presents a complete summary of the marital status 
of Business Education Graduates according to year of graduation. Of the 
113 respondents, hO per cent were married, and 60 per cent were not 
married. Of the 31 respondents of the class of 1969, 20 or 61*.5l per 
cent were married. Included in the 20 married, 2 were males, and of the 
11 not married, 1 was a male. Of the 33 respondents of the class of 197< 
15> were married or per cent; 18 were unmarried, or 5U.55 per cent.
One male of the class of 1970 was unmarried. The li9 responses from the 
class of 1971 indicated that 10 were married or 20.Ul per cent; 39 were 
single or 79.59 per cent.
TABLE 2
THE PRESENT MARITAL STATUS OF THE BUSINESS EDUCATION GRADUATES 
OF W. H. LANIER HIGH SCHOOL, JACKSON, MISSISSIPPI
Number of Graduates According to 
Year of Graduation










Married 20 6U.52 15 U5.U5 10 20.)1L I»5 39.82
Unmarried 11 35-U8 18 5U.55 39 79.59 68 6o.ie
Total 31 100.00 33 100.00 h 9 100.00 113 160.0C
vn
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Present Location of Business Education Graduates
It behoves business educators to know where their graduates are 
employed. If it is found that graduates cannot find employment in the 
local area, due to an ineffecient Business Education program, definite 
action should be taken to correct the program. If Business Education 
graduates must move to other areas to find employment, the Business 
Education program should be altered to satisfy the needs of the employers 
in those areas.
Table 3, page 6, indicates that 73 of the 113 graduates responding 
in this study were presently making their home in Jackson, Mississippi 
and vicinity which includes Clinton, Pearl, Canton and Brandon, Missis­
sippi. The states of Texas, Louisiana and North Carolina were tempo­
rary homes of 11 graduates who were with the Army, Air Force, and Navy. 
Eight was living in California, 6 in New York, and 6 were living in 
Georgia.
TABLE 3
PRESENT LOCATION OF BUSINESS EDUCATION GRADUATES OF 
W. H. LANIER HIGH SCHOOL, JACKSON, MISSISSIPPI
Number of Graduates According 
to Year of Graduation
Geographical Area 1969 1970 1971 Total
Mississippi 20 23 30 73
Illinois 6 2 1 9
California 2 1 5 8





of Graduates According 
Year of Graduation
'otal1969 1970 1971 T
New York 1 3 2 6
Louisiana 0 1 k 5
North Carolina 1 0 2 3
Texas 1 2 0 3
Total 31 33 1*9 113
General Employment Information
Present Employment of Graduates
According to Table j±, page 8, 21; of the 113 respondents were emplo 
ed full time and 3 were employed on a part-time basis. Eight were class 
fied as housewives; 5 of the females worked in full-time business positi 
and 3 were employed on a part-time basis. Eleven graduates were in the 
military services. Five were unemployed; however, 1* were classified as 
seeking employment. Sixty-six graduates were attending college; and of 
the 66 attending college, 5k were working on a part-time basis.
The Employers and Occupational Status 
of Graduates upon Graduation
Table 5, page 10, presents a list- of employers who employed grad­
uates immediately upon graduation from high school. The employers 
located in Jackson, Mississippi are presented first, followed by others
8
in Mississippi and grouped last are those from out of state. In addition 
to the names of employers, their location, occupational status, and status 
is shown on Table 6, page 12.
TABLE h
PRESENT EMPLOYMENT STATUS OF BUSINESS EDUCATION GRADUATES 















Full-time 12 38.71 8 2h.2k h 8.17 21}
Part-time 3 9.68 0 0 0 0 3
Housewife
Full-time 3 9.68 1 3.03 l 2.0U 5
Part-time 0 0 2 6.06 l 2.Oli 3
Military
Duty 2 6.U5 3 9.09 6 12.21} 11
Unemployed 1 3.22 2 6.06 2 lt.08 5
College
Unemployed 2 6.U5 h 12.13 2 1|.08 8
College
Part-time 8 25.81 13 39.39 33 67.35 5U
Total 31 100.00 33 100.00 h? 100.00 113
or
A survey of occupations is vitally important to all business 
teachers. From such a survey, a business teacher would be able to 
determine -whether the Business Education program should be changed 
improvements made so that the needs of future graduates can be met.
This survey will also provide guidance counselors with current vocations 
information that is vitally necessary in their work.
Table 6, page 12, shows the type of work that the respondents 
listed for their first position after graduation. Secretarial work was 
listed by 16 .6? per cent of the working respondents; 29.76 per cent 
listed general clerical positions; 17.86 per cent were typists; ll|.28 
per cent were general factory workers; 7.lit per cent were bookkeepers; 
8.33 per cent worked as dental assistants, keypunch operators, switch­
board operators and it.76 per cent worked in other capacities.
TABLE 5






Prudential Insurance Co. Jackson, Ms. General Clerical 2
Standard Life Insurance Jackson, Ms. General Clerical 2
Jackson State College Jackson, Ms. Typist 1
Jackson State College Jackson, Ms. Secretary 1
Jackson Hinds Headstart Jackson, Ms. Secretary 1
Faith Presbyterian Church Jackson, Ms. Secretary 1
People Funeral Parlor Jackson, Ms. Typist 2
Collins Funeral Parlor Jackson, Ms. Typist 1







Einployer Location Status Deployed
Gay fer' s Jackson, Ids. General Clerical 1
Sales 2
J. C. Penney's Jackson, Ms. Typist 1
Sales 2
Woolco Dept. Store Jackson, Ms. General Clerical 1
Sales-Cashier 1
Miss. Products Inc. Jackson, Ms. General Factory 7
General Clerical 1
First National Bank Jackson, Ms. Teller 2
Key-Punch 1
Deposit Guaranty
National Bank Jackson, Ms. General Clerical 1
Teller 1
Learner Shop Jackson, Ms. Sales-Cashier 1
House of Nine Shop Jackson, Ms. Sales-Cashier 1
Blue Cross Insurance Co. Jackson, Ms. Secretary 1
General Clerical 2
Allstate Insurance Co. Jackson, Ms. General Clerical 1
Typist-File Clerks 5
State Kutal Savings
and Loan Co. Jackson, Ms. Typist l
Hinds County Federal
Credit Union Jackson, Ms Typist
Key-Punch l
University Hospital Jackson, Ms. General Clerical 2
Doctors Hospital Jackson, Ms. Nurses Aid 1
McRae's Jackson, Ms. Sales-Cashier 1
Baptist Hospital Jackson, Ms. Secretary 1
Nurses Aid 1




Employer Location Status Employed
Jackson Public Schools Jackson, Ms. Secretaries k
Nary C. Jones 






Delta Airlines Jackson, Ms. General Clerical i
First Federal Savings 
and Loan Association Jackson, Ms. Teller 2
WOKJ Radio Station Jackson, Ms. Secretary i
The Birdland Cafe Jackson, Ms. ■Waitress i
Morrison's Cafeteria Jackson, Ms. Waitress 2
Premos Cafeteria Jackson, Ms. Waitress 1
Miller's Discount 





Telephone Co. Jackson, Ms. Operator 1





Company Chicago, 111* General Clerical 1
Ar-er Product Co. Chicago, 111. General Clerical 2
Aldens Chicago, 111. General Clerical 1
New York Life Insurance New York, N.Y. General Clerical i
Prudential Insurance 
Company Atlanta, Ga. General Clerical i
Los Angeles Juvenile 
Department Los Angeles General Clerical i
Mason Blanch Los Angeles Sales-Cashier 1
TABLE 6
OCCUPATIONAL STATUS OF BUSINESS EDUCATION GRADUATES OF W. H. LANIER HIGH SCHOOL 
JACKSON, MISSISSIPPI IMMEDIATELY AFTER GRADUATION
Number of Graduates According to Year of Graduation











Secretarial 6 20.70 5 20.00 3 10.00 11* 16.67
General Clerical 12 1*1.38 8 32.00 5 16.67 25 29.76
Typists 3 10.31* 1* 16.00 8 26.66 19 17*86
General Factory Workers 2 6.90 1* 16.00 6 20.00 12 ll*«29
Bookkeepers 3 10.3U 2 8.00 0 0 9 9.99
Nurses Aid 0 0 0 0 2 6.67 2 2.38
Dental Assistants 
Key-Punch Operators 
Switchboard Operators 3 10.31* 2 8.00 • 2 6.67 7 8,33
Others 0 0 0 0 1* 13.33 1* 1**76
Total 2 9 100.00 25 100.00 30 100.00 81* 100.00
Employers and Occupational Status 
of Graduates on Present Jobs
Table 7S page lU, presents a list of employers who were presently 
employing graduates. The employers located in Jackson are presented 
first, followed by others in Mississippi and grouped last are those from 
out of state. Besides the names of the employers and their location, 
the occupational status of graduates is summarized in Table 8 on page 17.
Table 8, page 17, lists the types of occupations in which gradu­
ates were currently engaged. The general clerical classification was 
predominant with 25 respondents from the 113 graduates. Secretarial 
work was second in the classification, with lU respondents; and the 
typist, fourth with 12 respondents. Bookkeeping occupations were fifth 
with 5 responses, and 2 respondents were enployed as nurses aides.
Ehch of the remaining classifications were listed by one or two 
graduates as their current occupational status.
TABLE 7
OCCUPATIONAL STATUS, AND EMPLOYERS, OF GRADUATES IN PRESENT POSITION
Occupational Number
Employer Location Status Bnployed
Prudentall Insurance Co. Jackson, Ms. General Clerical 1
Standard Life Insurance 
Company Jackson, Ms. General Clerical 2
Jackson-Hinds Headstart Jackson, Ms. Secretary
Jackson State College 
Physical Education Dept. Jackson, Ms. Secretary 1
Jackson State College 








Faith Presbyterian Church Jackson, Ms. Secretary 1
Peoples Funeral Parlor Jackson, Ms. Typist 2
Collins Funeral Parlor Jackson, Ms. Typist 1
Gayfer1s Jackson, Ms. General Clerical 1
Sales 2
J. C. Penney's Jackson, Ms. Typist 1
Miss. Products Inc. Jackson, Ms. General Factory 7
General Clerical 1
First National Bank Jackson, Ms. Teller 2
Deposit National Bank Jackson, Ms. General Clarical 1
Teller 1
Learner Shop Jackson, Ms. Sales-Cashier 1
House of Nine Jackson, Ms. Sales-Cashier 1
McRaes Jackson, Ms. Sales-Cashier 1
Blue-Cross-Blue Shield
Insurance Company Jackson, Ms. Secretary 1
General Clerical 2
Allstate Insurance Co. Jackson, Ms. General Clerical 1
Typist-File Clerk 5
General Motors Accep-
tance Corporation Jackson, Ms. General Clerical l
University Hospital Jackson, Ms. General Clerical 2
Doctors Hospital Jackson, Ms. Nurses Aide 1
Baptist Hospital Jackson, Ms. Secretary 1
Nurses Aide 1









Jackson Public Schools Jackson, Ms. Secretaries h
VKXI Radio Station Jackson, Ms. Secretary 1
Mary C. Jones
Community Center Jackson, Ms. Secretary 2
General Clerical 2
Morrison Cafeteria Jackson, Ms. Waitress 1
Delta Airlines Jackson, Ms. General Clerical 1
First Federal Savings
and Loan Company Jackson, Ms. Teller 2
South Central Bell
Telephone Comparer Jackson, Ms. Operator 1
Miller's Discount Store Jackson, Ms. Cashier 2
Sales-Typist 1
Gulf Oil Company, Inc. Jackson, Ms. General Clerical 1
Secretary 1
Knox and Son Jackson, Ms. Bookkeeper 1
Accounting Services
State Mutual Savings
and Loan Company Jackson, Ms. Typist 1
Hinds County Federal
Credit Union Jackson, Ms. . Key-Punch
• Bookkeeper 1
Xerox Corporation New York General Clerical 1
Eastern Bell Telephone New York Operator 2
Allstate Insurance Co. New York General Clerical 1
Aurora Products Corp. New York General Clerical 1
Arex product Company Chicago General Clerical 2








Xerox Corporation Los Angeles General Clerical 1
Merit Industries Los Angeles General Clerical 1
Shell Oil Company Los Angeles General Clerical 1
Spelman College Atlanta, Ga. Typist 2
Xavier University New Orleans Typist 1
Secretary 1
In comparing Tables 6 and 8, it should be noted that major changes 
occurred in the secretarial, general clerical, typist, and bookkeeping 
classifications. There were lit graduates doing secretarial work in 
their initial positions, but this number was reduced to 10 in their 
present occupational status. There were 25 graduates in the general 
clerical classification in their initial positions, but the number was 
reduced to 19 in their present occupational status. Of the 15 initially 
employed as typists, lU were presently working in that classification. 
Five graduates were employed as bookkeepers in their initial positions, 
and 2 were presently employed as bookkeepers.
Other occupational classifications decreased in number from initial 
to present jobs. The number of factory workers dropped from 12 to 9> 
the number of nurses aides dropped from 2 to 1. Of the one switchboard 
operator initially employed, none were presently employed in this 
category.
On the other hand there was an increase of 7 in the housewife clas­
sification. The graduates attending college increased from 31 to h5 and
OCCUPATIONAL STATUS OF BUSINESS EDUCATION GRADUATES OF W. H. LANIER 
HIGH SCHOOL, JACKSON, MISSISSIPPI IN THEIR PRESENT POSITIONS
TABLE 8
Number of Graduates According to 
Year of Graduation
Item 1969 1970 1971 Total
Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
General Clerical 10 1*7.62 5 27.77 1* 21.05 19 32.76
Typists 3 11*.29 1* 22.22 7 36.81* 11* 21*.ll*
Secretarial 5 23.81 3 16.67 2 10.53 10 17.21*
General Factory Workers 2 9.52 1* 22.22 3 15.79 9 15.52
Dental Assistant 
Key-Punch Operator
A A T 5.56
5.56





1*.76 1 0 0 2 3.1*5
Nurses Aid 0 0 0 0 1 5.26 1 1.72
Total 21 100.00 18 100.00 19 100.00 £8 100.00
H-o
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the number of unemployed revealed an increase from it to 10. Eleven were 
presently in the military services.
Table 9, below, indicated that of the Qk initially employed, 52 
worked for six months or less on their first job; 9 from 6 to 12 months;
9 from 13 to 17 months; 10 from 18 to 2it months; 3 from 25 to 30 months; 
and 1 from 31 to 36 months. About 73 per cent of the employed graduates 
were enployed from a period of 1 to 12 months, tdiile the remainding 27 
per cent of the graduates were listed in the 13 to 36 months classifi­
cation. Of the 113 replies, there were 72 college students, 8 housewives, 
and 5 unemployed during the time of initial employment.
TABLE 9
LENGTH 0? TIME SPENT ON FIRST JOB BY BUSINESS EDUCATION GRADUATES OF 
W. H. LANIER HIGH SCHOOL, JACKSON, MISSISSIPPI
Years
Time in Months
Total1-5 6-12 13-17 18-2U 25-30 31-36
1969 13 2 3 8 2 1 29
1970 10 1 k 2 1 0 18
1971 29 6 2 0 0 0 37
Total 52 9 9 10 3 1 8U
Reason for leaving first job
Table 10, page 19, lists the reasons given by graduates for leaving 
their first jobs. From 113 respondents, 1.77 per cent did not leave 
their first job to seek other employment. No reasons were given as to 
why they did not seek other employment. The 111 graduates who gave 
reasons for seeking new employment stated the following: 7 left to 
seek better positions; k left because of marriage; 72 entered college;
2 left because of policy disagreement; 2 were laid off; and 1 left 
because of illness and was not rehired; 11 left because of military duty.
3 because they were not paid enough; 2 left because of inadequate trainii 
3 left to seek part-time rather than full-time work; and U left because 
they were being transferred and did not wish to move.
TABLE 10
REASON GIVEN FOR LEAVING FIRST JOB BX BUSINESS EDUCATION GRADUATES 
OF W. H. LANIER HIGH SCHOOL, JACKSON, MISSISSIPPI
Number of Graduates According 
to Year of Graduation
Per
Item 1969 1970 1971 No. Clent
Better
Positions 3 2 2 7 6.20
No Reason 0 1 1 2 1.77
Marriage 2 1 1 h 3.51;
Part-time work 2 1 0 3 2.65
Entered College 15 21 36 72 6>3.72
Policy
disagreement 0 1 1 2 1.77
20
TABLE 10 (continued)
Number of Graduates According 
to Year of Graduation
Per
Item 1969 1970 1971 Ho. Cent
Laid off 1 0 1 2 1.77
Illness 0 1 0 1 .89
Military duty h h 3 1 1 9.73
Better pay 1 0 2 3 2.65
Inadequate
training 1 0 1 2 1.77
Transferred 2 1 1 h 3.51i
Total 31 33 h9 113 100.00
Manner in which graduates
obtained their present position
Table 11, page 21 , lists the manner in which respondents obtained
their present position. Of the 8J4. respondents presently employed, 75.00
per cent obtained their’ presenii position by direct application., The
school placed 3 or 3.57 per cent in their current positions; friends were 
instrumental in assisting 2 or 2.38 per cent of the graduates in obtaining 
their first jobs; 1  or 1.19 per cent of the graduates obtained their first 
jobs through the state employment service; 1 or 1 .19 per cent obtained 
their first job through relatives; 2 or 2.38 per cent by newspaper ad;
1 or 1 .19 per cent by personal contact; and 1 1 or 13 .10  per cent had no 
choice by being called into military services.
TABLE 11
MANNER IN WHICH BUSINESS EDUCATION GRADUATES OF W. H. LANIER HIGH 
SCHOOL, JACKSON, MISSISSIPPI OBTAINED THEIR PRESENT POSITIONS










Direct Application 17 20.23 20 23.80 26 30.09 63
School Placement 0 0 1 1.19 2 2.38 3
Friends 0 0 0 0 2 2.38 2
State Employment 0 0 0 0 1 1.19 1





9Newspaper ad 0 0 l 1.19 1 ± .±7
Personal Contact 0 0 1 1.19 0 0 1
No Choice 2 2.38 3 3.57 6 7.ll; 11
22
Employment tests given to .job applicants
Table 12, page 22, indicates the type of employment tests respon­
dents were given when they applied for their present position. It would 
be well to note that Ik per cent, or 12 of the graduates presently 
en^ployed, were not required to take an employment test of any kind. In 
the clerical aptitude type of test, the respondents indicated that it 
included typewriting and shorthand. However, a general aptitude test was 
also a part of the clerical aptitude type test. Only 19 listed a vocabu­
lary and spelling test; 2, a math test; 5, a civil service and general 
intelligence test; 5 , a test on sales aptitude; and k, the state employ­
ment service test. The remaining i;8 of the 113 respondents were college 
students, housewives or unemployed.
TABLE 12
NUMBER OF BUSINESS EDUCATION GRADUATES OF W. H. LANIER HIGH 
SCHOOL, JACKSON, MISSISSIPPI, WHO WERE REQUIRED TO TAKE A 
TEST WHEN APPLYING FOR THEIR PRESENT POSITION
Type of Test Total Per Cent
Clerical Aptitude test 30 U6.15
Vocabulary and Spelling test ' 19 29.23
Civil Service and - - 
General Intelligence test 5 7.69
Sales Aptitude test 5 7.6 9
State Bnployment test h 6.16
Mathematics test 2 3.03
Total 65 100.00
TABLE 13
NUMBER OF HOURS WORKED PER WEEK BY BUSINESS EDUCATION GRADUATES OF W. H. LANIER HIGH 
SCHOOL, ON THEIR PRESENT JOB, LISTED ACCORDING TO TYPES OF BUSINESS FIRMS
Hours Per Week
32 and over
Type of Firm under 33 to 35 36 to 38 39 to i*i 1*2 Total
Insurance 0 0 7 1 0 8
Manufacturing 0 3 0 12 0 15
Service 25 5 0 0 0 30
Retail 0 ll* 0 3 0 17
Government and Public 
Service 0 0 3 1* 0 7
Medical 0 0 0 2 0 2
Banicing 0 1 0 h 0 5
Total 25 23 10 26 0 81*
2U
Hours per week of employment
All respondents presently employed worked according to statuary 
regulations. All employees were paid "over time” or "time and one-half."
Table 13, page 23, summarizes the number of hours per week respon­
dents worked on their present jobs. The number of hours were categorized 
according to firms.
The 39 to UO hour per week category contained 26 employees, which 
is over one-third of the 8k respondents presently employed. This indicates 
that the employees worked an eight hour day, five days per week. The 
36 to 38 hour category contained 10 employees. It might be significant 
to note that the 32 hour and under category claimed mostly part-time 
employees.
The eleven graduates who were presently in the military service 
was not represented in this table; also, the 13 responses indicating 
housewife, and unemployed were not included in this table.
Business Training Received by Graduates
Business courses studied by respondents
The business courses studied in high school, together with the 
number of students taking each course in 1969, 1970, and 1971* are listed 
in Table ll;, page 2f>.
The number of students taking the seven most popular Business Edu­
cation courses, in order of frequency, were; 113 in typewriting; 80 in 
clerical office practice; 103 in general business; 96 in office machines;
80 in shorthand 1 and 2; 75 in bookkeeping, and 37 in business english.
Business educators should realize that changes are constantly 
taking place in business offices. Certain courses taught in the Bus­
iness Education department of the high school may be losing their use­
fulness, while others may be gaining prominance. The Business Education 
graduates are in an excellent position to inform us what courses are of 
value in their first position.
Table 15, page 26, summarizes the number of responses made by 
1969, 1970 and 1971 graduates regarding the Business Education courses 
that were involved in clerical occupations. Typewriting was indicated 
by 80 responses; clerical office practice was indicated'in 5k responses; 
general business had 60 responses; shorthand had 10 responses; bookkeep­
ing had 15 responses; business mathematics had 8 responses, and business 
Eiiglish had 37 responses.
TABLE 1U
BUSINESS COURSES COMPLETED BY BUSINESS EDUCATION GRADUATES OF
W. H. LANIER HIGH SCHOOL
Number of Graduates According 
to Year of Graduation
25
Business courses of great value on the
first position
Business Courses 1969 1970 1971 Total
Typewriting 1 31 33 W 113
Shorthand 1 and 2 30 30 20 80
Clerical Office 
Practice 20 30 30 80





of Graduates According 
Year of Graduation
Business Courses 1969 1970 1971 Total
Bookkeeping 1 2h 26 25 75
Business English 10 15 12 37
TABLE 15
NUMBER OF RESPONDENTS INDICATING BUSINESS COURSES THAT WERE 
OF GREAT VALUE ON THEER FIRST POSITION
Year of Graduation
Business Courses 1969 1970 1971 Total
Typewriting 30 22 28 80
Clerical Office 
Practice 15 19 20 Bh
General Business 25 21 1U 6o
Shorthand 1 and 2 5 2 3 10
Bookkeeping h 6 5 15
Business English 15 12 10 37
Business Mathematics 2 6 0 8
27
Table 15, page 26* summarizes the number of responses made by 
graduates, regarding the Business Education courses that were of value 
on their first position. Again, it may be well to mention that the 
responses were mainly from graduates involved in clerical occupations.
General business headed the list with 35 responses; shorthand 
with 9 responses; business English with 8 responses; business mathematics 
with 5 responses; and bookkeeping with only 1 response.
TABLE 16
NUMBER OF RESPONSES INDICATING BUSINESS COURSES THAT WERE 
OF VALUE ON THE FIRST POSITION
Business courses of value on the
first position
Year of Graduation
Business Courses 1969 1970 1971 Total
General Business 12 9 1U 35
Clerical Office 
Practice 9 13 3 25
Typewriting 11 8 6 ?5
Shorthand 1 and 2 5 1 3 9
Business English 2 5 1 8
Business Mathematics 3 0 2 5
Bookkeeping 0 0 1 1
28
Table 17, page 28, summarizes the number of responses made by 
graduates regarding the business education courses that were of little 
value on their first position. The responses were mainly from graduates 
in clerical occupations.
Shorthand was indicated by l5 graduates; followed by typewriting 
with lU responses; general business with 12 responses; clerical office 
practice with 7 responses; bookkeeping with 5 responses; and lastly, 
business Biglish and business mathematics with 6 responses.
TABLE 17
NUMBER OF RESPONDENTS INDICATING BUSINESS COURSES THAT WERE 
OF LITTLE VALUE ON THE FIRST POSITION
Business courses of little value on
the first position
Year of Graduation
Business Courses 1969 1970 1971 Total
Shorthand 1 and 2 8 3 h 15
Typewriting 7 5 2 lit
General Business 6 2 It 12
Clerical Office 
Practice h 2 1 7
Bookkeeping 2 1 2 5
Business English 1 1 1 3
Business Mathematics 1 0 2 3
In comparing the three foregoing tables, it might be significant 
to mention that shorthand ranks near the bottom in Table 15, page 26, 
and heads the list in Table 17, page 28.
Table 18 below, is supplement to Tables 15, 16, and 17, in that 
it lists percentages instead of actual number of responses as to the 
degree of value of Business Education courses on the first position.
TABLE 18
PERCENTAGE OF RESPONDENTS WHO INDICATED THE VARIOUS DEGREES OF VALUE
OF BUSINESS EDUCATION COURSES TO GRADUATES ON THE FIRST POSITION
Degree of Value in Per Cent




Typewriting 95.21* 29-76 16.67 U7.22
Clerical Office 
Practice 6 it.29 29.76 8.33 3U.l^
General Business 71.U3 ill.67 lit.29 It2.1t6
Shorthand 1 and 2 11.90 10.71 17.85 13. U9
Bookkeeping U.76 1 .18 5.95 3.96
Business English 17.85 9.52 3.57 10.33|
Business Mathematics 9.52 5.95 3.57 6.31*
Typewriting was ranked first in terms of value and general business 
second. This may be due to the practicality of these courses. Shorthand 
and bookkeeping ranked below clerical office practice with I3.1t9 and 3-96 
per cent respectively. This again, is not all too surprising in view of 
the fact that 35 per cent of the graduates were in clerical occupations.
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However, it should be noted that 18 per cent of the graduates 
indicating shorthand of little value might have been due to the fact 
that business offices were installing dictating equipment.
Opinions of graduates concerning additional 
courses that should be taught in high school
It would be rather difficult to teach informal courses in the 
skills required in business today. However, the school should strive to 
equip the student with the necessary fundamentals for various business 
occupations.
TABLE 19
ADDITIONAL BUSINESS EDUCATION COURSES WHICH SHOULD BE TAUGHT IN 
SCHOOL, LISTED BY GRADUATES OF W. H. LANIER HIGH SCHOOL
Name of Course Number





Of the 113 responses in this study, 105 believed that the training 
provided, at the time, in W. H. Lanier High School was adequate. Of the
8 indicating additional courses, in Table 19, above, j? felt that a separate 
course in office machines should be added to the curriculum. Two gradu­
ates indicated a course in business English, human relations, and business
mathematics should be included.
Table 20, below, shows the number of graduates using shorthand 
in their present positions. Of the 80 graduates who studied shorthand,
!;6 or 57.50 per cent indicated they were not using shorthand in their 
present positions.
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Use of shorthand on present position
TABLE 20
NUMBER OF BUSINESS GRADUATES, W. H. LANIER HIGH SCHOOL 
WHO USED SHORTHAND IN THEIR PRESENT POSITION
Number of Graduates According 
to Tear of Graduation
Item 1969 1970 1971 Total
Using Shorthand 18 6 10 3l|
Not Using Shorthand 16 12 18 U6
It would be well to mention at this time that a number of respon­
dents took shorthand in high school, but were not employed at the present 
time. Also, in a closer examination of the questionnaires, most of the 
graduates using shorthand were employed in small offices, usually one 
employee. The larger offices tended to use transcribing machines, or 
possibly employed secretaries with more tenure than those represented 
in this study.
Comparison of shorthand requirements
Table 21, page 32, compares the shorthand requirements on the pres­
ent job to those in school. Ten of the graduates of the class of 1969
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indicated that the requirements were easier on the job. Of the 
graduates using shorthand in their present position (Table 20, page 31), 
15 graduates indicated the requirements were easier, 10 about the same, 
and 9 more difficult. The 9 respondents indicating "more difficult, " 
took only one year of shorthand. Therefore, on the basis of these 
returns, it is reasonable to assume that graduates should study two or 
more years of shorthand to adequately prepare themselves for secretarial 
positions.
TABLE 21
COMPARISON OF SHORTHAND REQUIREMENTS OF TOE PRESENT JOB TO 
THOSE IN HIGH SCHOOL AS INDICATED BY THE BUSINESS 
EDUCATION GRADUATES OF W. H. LANIER HIGH SCHOOL
Number
to
of Graduates According 
Year of Graduation
Item 1969 1970 1971 Total
Easier in Business 10 3 h 17
About the Same 5 2 1 8
More Difficult in 
Business 3 1 5 9
Proficiency of graduates •who studied 
shorthand for one year
Gregg shorthand is taught at W. H. Lanier High School, Jackson, 
Mississippi. In school, shorthand tests dictation consists of material 
dictated for three and five minutes. A student is required to pass one- 
five minute dictation test or two-three minute test at a desired speed 
with 95 per cent accuracy.
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Table 22, below^lists the shorthand wirting speeds of those 
graduates completing one year of shorthand. Of the 80 graduates who 
indicated their shorthand writing speed, 60 or 75.00 per cent passed 
the requirements for 60 words per minute; 15 or 18.75 per cent were in 
the 80 word per minute category; and 5 or 6.25 per cent passed their 
100 word per minute test.
TABLE 22
SHORTHAND WRITING SPEEDS OF BUSINESS EDUCATION GRADUATES,
W. H. LANIER HIGH SCHOOL, JACKSON, MISSISSIPPI 




Frequency According to Year 
of Graduation
Per Cent1969 1970 1971 No.
60 25 22 13 6o 75.00
80 h 6 5 15 18.75
100 1 2 2 5 6.25
Total 30 30 20 80 100.00
Proficiency of graduates who 
studied shorthand for two years
The shorthand writing speeds of those graduates who studied two 
years of shorthand, according to Table 23, page 3U, varied from 60 to 100 
words per minute. However, two of the 1970 graduates passed their 
requirements at 110 words per minute and were working on the requirements 
of 120 words per minute at the end of the school year.
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Of the 2fj students who studied two years of shorthand, 16 or 61*.00 
per cent passed the 60 word per minute test; 1* or 16.00 per cent passed 
the 80 word per minute test; 3 or 12.00 per cent passed the requirements 
for 100 word per minute; 2 or 8.00 per cent passed the requirements for 
110 words per minute; and 0 passed the 120 word per minute test. The 
median for this group was approximately 80 words per minute.
TABLE 23
SHORTHAND WRITING SPEEDS FOR BUSINESS EDUCATION GRADUATES,
W. H. LANIER HIGH SCHOOL, STUDYING 'TWO YEARS OF SHORTHAND




Minute 1969 1970 1971 No. Per Cent
60 a a 8 16 6a. 00
80 1 1 1 a 16.00
100 1 2 1 3 12.00
n o 0 0 2 2 8.00
120 0 0 0 0 00.00
Total 6 7 12 25 100.00
Use of typewriting in present position
Table 2i*, page 35, shows the number of graduates using typewriting 
in their present position. Of the 113 graduates who studied typewriting,
55 or slightly more than 1*8.67 per cent, were not using typewriting in their 
current positions.
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Again, it should be mentioned that a number of respondents were 
not gainfully employed at the present time. However, it can be assumed 
that typewriting was the most widely used business education subject 
for graduates gainfully employed.
TABLE 2k
NUMBER OF BUSINESS EDUCATION GRADUATES, W. H. LANIER HIGH 
SCHOOL WHO USED TYPEWRITING IN THEIR PRESENT POSITION
Number of Graduates According 
to Year of Graduation
Item 1969 1970 1971 Total
Using typewriting 18 13 27 58
Not using typewriting 13 20 22 55
Comparison of typewriting requirements
Table 25, page 3 6 , compares the typewriting requirements in  the 
present position to those in school. Of the 58 graduates using type­
writing in  th e ir present position (tab le  2k, above), kO graduates in d i­
cated that the requirements were "e a s ie r11 j 10  indicated "about the same"; 
and 8 graduates stated that the requirements were "“more d i f f ic u lt . "
Proficiency o f graduates who 
studied typewriting for two years
The typewriting speeds for graduates who studied two years of 
typewriting, ranged from 20 to 30 net words per minute and 71 to 80 net 
words per minute. The median speed was in the IfL to 50 net words per 
minute category.
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COMPARISON OF TYPEWRITING REQUIREMENTS OF THE PRESENT JOB 
TO THOSE IN SCHOOL AS INDICATED BY THE BUSINESS EDUCATION 
GRADUATES OF W. H. LANIER HIGH SCHOOL
TABLE 25 _
Number of Graduates According 
to Year of Graduation
Item 1969 1970 1971 Total
Easier in business 11 7 22 hO
About the same 5 k 1 10
More difficult in business 2 2 h 8
TABLE 26
TYPEWRITING SPEEDS OF BUSINESS EDUCATION GRADUATES, W. H. LANIER 
HIGH SCHOOL, STUDYING TWO YEARS OF TYPEWRITING,
(FIVE MINUTE WRITING, NWPM)
Frequency According to 
Year of Graduation
Words Per
Minute 1969 1970 1971 No. Per Cent
20-30 2 2 3 7 12.07
31-liO 5 h 11 20 3U.ii8
a-$o 5 5 9 19 32.76
51-60 3 1 2 6 10.3U
61-70 2 l 1 ii 6.90
71-80 1 0 1 2 3.U5
Use of bookkeeping on present position
Table 27 > below, indicated the number of graduates using book­
keeping in their present position. Of the 75 completing bookkeeping 1, 
2, or slightly over 2.66 per cent, were using bookkeeping in their 
present positions.
TABLE 27
NUMBER OF BUSINESS EDUCATION GRADUATES, W. H. LANIER HIGH 
SCHOOL, WHO USED BOOKKEEPING IN THEIR PRESENT POSITION
Number of Graduates According 
to Year of Graduation
Item 1969 1970 1971 Total
Using bookkeeping 0 2 0 2
Not using bookkeeping 2h 2k 25 73
TABLE 28
COMPARISON OF OFFICE MACHINE REQUIREMENT ON THE PRESENT JOB 
TO THOSE IN SCHOOL AS INDICATED BY THE BUSINESS 
EDUCATION GRADUATES W. H. LANIER HIGH SCHOOL
Number of Graduates According 
to Year of Graduation
Item 1969 1970 1971 Total
Easier in business 7 11 7 25
About the same 3 1 h 8
More difficult in business 1 h 2 7
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Comparison of office machines
Of the 113 returns, 1*0 graduates indicated the use of office 
machines. Table 28, page 37, compares the requirements in the present 
position to those which they had in school. Twenty-five of the gradu­
ates indicated that the requirements were ‘'easier" on the job) 8 indi­
cated "about the same" on the job) and 7 indicated "more difficult" on 
the job than the requirements they had to meet in school.
Additional training after graduation
It might be significant to note that only 1*5 of the 113 respondents 
had additional business training as indicated in Table 29, page 38. 
Twenty-three of the 1*5 responses from the graduating classes of 1969, 
and 1970 took additional business training) and 22 of the class of 1971 
took additional business training. Table 30, page 39, shows additional 
courses studied by graduates. Table 31, page 39, indicated where addition­
al business courses were studied.
TABLE 29
NUMBER OF BUSINESS EDUCATION GRADUATES, W. H. LANIER HIGH 
SCHOOL WHO TOOK ADDITIONAL BUSINESS EDUCATION 
COURSES AFTER GRADUATION
Number of Graduates According 
to Year of Graduation
Item 1969 1970 1971 Total
Additional courses 11 12 22 1*5
No additional courses 20 21 27 68
3!
ADDITIONAL BUSINESS EDUCATION COURSES STUDIED BY BUSINESS 





IBM Key Punch 15
Bookkeeping-Accounting 12





SCHOOLS WHERE GRADUATES OF W. H. LANIER HIGH SCHOOL, 
STUDIED ADDITIONAL BUSINESS COURSES
School and Address Frequency
Jackson State University, Jackson
Utica Junior College, Utica 25
Hinds Junior College, Jackson Branch 10
Hinds Junior College, Raymond 5
Jackson Commercial College, Jackson 3
hO
Duties Performed by Graduates on Their Initial Jobs and Whether 
They Were Adequately or Inadequately Prepared
Table 32, page UO, contains a summary of the respondents' regarding 
preparation for initial jobs and the amount of time spent on these 
various duties and opinions concerning the adequacy of their training 
for office positions.
In the filing category, the graduates indicated that the alphabetic 
method was most prevelent. Thirty-six: of the 8I4 graduates initially 
employed indicated the duty of handling of incoming and outgoing mail.
Typewriting and the use of the telephone were the most common 
duties performed by the graduates. The graduates indicated adequate 
preparation for these duties.
An examination of Table 32, reveals that in the majority of the 
cases, the graduates felt they were adequately prepared.
TABLE 32
DUTIES PERFORMED ON THE FIRST JOBS AND OPINIONS OF 
RESPONDENTS REGARDING HIGH SCHOOL TRAINING 
OF GRADUATES OF W. H. LANIER HIGH SCHOOL
Duties Performed








































































































Decorate windows and counters 0 5 6 11 0 11
Filing and indexing:
Geographic 15 5 30 60 0 60
Subjective 15 5 30 6o 0 6o
Numeric 15 5 30 60 0 6o
Alphabetic 15 5 30 6o 0 60
Other 0 0 0 0 0 0
Handling incoming and outgoing mail 0 3k 2 36 0 36
Prepare advertising for newspaper 0 0 1 0 1 1
Reception duties 3 10 12 25 0 25
Price figuring and marking 0 Ik 2 16 0 16
Retail selling 3 11 0 Ik 0 lU
Taking inventory 0 3k 6 kO 0 ItO
Time-keeping 0 0 3 3 0 3
Typewriting (envelopes) 0 3 11 Ik 0 Ik
Typewriting (straight copy) iu k 5 23 0 23
Compose letters 5 1 1 7 0 7
TABLE 32 (continued)












































Compose and send telegrams 0 0 19 19 0 19
Make appointments 0 22 7 29 0 29
Proofreading 0 36 0 36 0 36
Take dictation using shorthand 7 0 15 22 0 22
Use business reference books 0 0 3 3 0 3
Use telephone 1 5U 9 6U 0 6ii
Use timetables and make reservations 1 0 m 15 0 15
Cost figuring 2 0 0 2 0 2
Keep full set of books 2 0 0 2 0 2
Keep checkbook 0 0 h k 0 h
Make out bills for customers 3 7 h 11; 0... 1U
Make original entries ' 2 0 0 2 0 2
Payroll work 0 0 h k 0 h
Posting 2 0 h 6 0 6
Prepare financial reports 2 0 h 6 0 6
Reconcile bank statements 2 0 h 6 0 6
Write collection letters 6 9 2 17 0 17
Invoices 2 15 3 20 0 20
Various Types and Number of Office Machines Used by Graduates 
on Their Initial Jobs and "Whether They Were 
Adequately or Inadequately Prepared
Table 33 , page 1*1*, indicates the amount of time that respondents 
spent on the various office machines during the working day on their 
initial jobs and whether they were adequately of inadequately prepared.
The majority of the graduates were using the typewriter in their 
employment. Forty used the electric typewriter, and 11 used the manual 
or non-electric typewriter.
The adding and calculating machines received 60 responses with 
the 10-key adding machine being used most frequently. However, it was 
used most frequently on a part-time or occasional basis. Two responses 
indicated inadequate training.
In the duplicating category, the majority of the graduates felt 
they were adequately prepered.
However, a closer examination of table 33, page 1*1*, reveals that 
many graduates indicated inadequate preparation in the following machines 
bookkeeping, key punch, billing, off-set duplicator, photocopy, addres- 
sograph, thermofax, cash register, and teletype.
Number of office machines in offices
Table 3h, page 1*6, provides a summary of the number of office 
machines that the respondents indicated were used in offices where they 
were initially employed.
As might be expected, typewriters were more commonly used than any 
other type of office machine. Electric typewriters outnumbered manual 
typewriters by 1*0 to 11 respectively. The 10-key adding machine headed
hh
list of adding and calculating machines and was the second most frequently 
used office machine.
The fourth most frequently used office machine was the transcribing 
machine. Other machines listed according to number were: full-key 
adding machines, Key punch, bookkeeping machines, key-driven calculators, 
fluid duplicators, rotary calculators, stencil duplicators, photocopy 
machines, switchboard, cash registers, addressographs, thermofaxs, billing 
machines, and printing calculators.
TABLE 33
TIME SPENT ON VARIOUS OFFICE MACHINES BT GRADUATES OF W. H. LANIER 
HIGH SCHOOL IN THEIR INITIAL EMPLOYMENT AND WHETHER THEI 
















































Typewriters (electric) 31 7 2 hO 0 hO
Ten-Key adding machine 0 0 36 36 0 36
Cash register 8 Ih 2 0 2k 2k
Typewriters (non-electric) 11 3 7 21 0 21
Transcribing machine 0 0 19 19 0 19






























































Photocopy machine 0 5 h 0 9
Printing calculator 0 0 h h 0 %
Fluid duplicator 0 3 i h 0 h
Full-Key adding machine 0 0 . 3 3 0 3
Key Punch 0 1 2 0 3 i
Addressograph 0 1 2 0 3 i
Thermofax 0 0 3 0 3 3
Bookkeeping machine 2 0 0 0 2 2
Key-driven calculator 0 0 1 1 0 1
Rotary calculator 0 0 1 1 0 1
Off-set duplicator 0 0 1 0 1 1
Operate switchboard 1 0 0 0 1 1
Billing machine 0 1 0 0 1 1
Teletype 0 1 0 0 1 l|
US
Recommendation For The Improvement Of The Business 
Education Department
The graduates made interesting comments and suggestions for improv­
ing the business education program at W. H. Lanier High School, (see 
Table 35, page i*7). The most frequent suggestion concerned the adding 
of a separate course in office machines.
TABLE 3h
NUMBER OF OFFICE MACHINES CONTAINED IN OFFICES WHERE BUSINESS 
EDUCATION GRADUATES OF W. H. LANIER HIGH SCHOOL 
WERE INITIALLY EMPLOYED
Types of Nhchines Quantity
Typewriter ( electric) I4.O









Full-Key adding machine 3
Key punch machine 3
Addressograp'n 3
TABLE 3h (continued)








REMARKS OR IMPROVEMENTS OF THE BUSINESS EDUCATION DEPARTMENT, 
W. H. LANIER HIGH SCHOOL AS INDICATED BY RESPONDENTS
Remarks Nurnbei
A separate course in office machines 7
More emphasis on spelling, grammar, and etc. 6 .
More office style dictation 6
Stress proofreading 5
Use more forms in production typewriting 3
More effective placement of graduates 3
More dictation in typewriting classes 3
More work in handling telephone calls 2
Group brighter students in advanced courses 1
Organize a good work-experience program 1
CHAPTER III
SUMMARY, CONCLUSIONS AND RECOMMENDATIONS
The purpose of this study was to conduct a follow-up study of the 
1969, 1970 and 1971 graduates of the W. H. Lanier High School, Jackson, 
Mississippi. The specific objectives of this study were: (l) to obtain 
general information regarding the graduates? (2) to obtain general employ­
ment information regarding the graduates? (3) to determine business 
training received by graduates? (h) to determine duties performed by 
graduates on their initial jobs, and whether they were adequately or in­
adequately prepared? (5>) to determine the various types of office ma­
chines used by graduates on their initial jobs, and (6) to determine the 
improvements or changes necessary in training the business education 
graduates.
Summary
Responses were received from 113 of the 119 graduates surveyed and 
the following findings and conclusions were obtained.
Forty per cent of the graduates were married within three years? 
60.00 per cent were unmarried. Seventy-three of the 113 respondents 
continued to make their home in Jackson and vicinity.
More than 8.00 per cent of the graduates were employed full time, 
and more than 7-00 per cent were classified as housewives. Almost 5U.00 
per cent were attending college.
i
Fifty-four of the respondents employed upon graduation worked as 
secretarial and general clerical employees.
More than 16.00 per cent of the graduates employed upon graduatic 
worked as secretarial employees, and more than 29.00 per cent were 
employed in the general clerical category. Over 17.00 per cent were hi 
as typists, and lit.28 per cent were hired directly into factory work. 
Slightly over 5.00 per cent were working as bookkeepers, and others wer 
employed in miscellaneous occupations.
Eighty-four of the respondents were presently employed either 
full- or part-time.
Over 29.00 per cent of the graduates were presently employed in t. 
general clerical classification and over 16.00 per cent were employed i 
secretarial occupations.
The majority of the graduates working were employed from 1 to 12 
months. Of the 8ij graduates presently employed, 26 worked 39 to ill hotu 
per week. Seven per cent of the graduates left their initial jobs for 
better positions.
Seventy-five per cent of the graduates obtained their present 
position by direct application and 7.57 per cent obtained their present 
position through the school placement service. Over 2.00 per cent of t’r 
graduates obtained their present position through a friend.
The clerical aptitude test was required of slightly over I46.OO pei 
cent of the graduates seeking employment.
Typewriting was studied by all graduates included in this study; 
clerical office practice by 80 of the respondents; shorthand 1 and 2 by 
80 of the respondents; general business was studied by 103 respondents;
5o
bookkeeping by 75 respondents^ business English and business mathematics 
by 37 o f the respondents.
The business courses most valuable on the first job in order of 
descending value were: typewriting, clerical office practice, general 
business, shorthand, business English, bookkeeping and business mathe­
matics.
Shorthand was considered of little value to the graduates in their 
first positions. Thirty-five of the 80 graduates who took shorthand 1 
and 2 were using shorthand in their present positions. Of the graduates 
currently using shorthand in their present positions, less than 17.00 per 
cent indicated the requirements were "easier" in business than in school.
The shorthand writing speeds at the time of graduation for those 
graduates who studied shorthand 1 and 2 ranged from 60 to 100 words per 
minute. Over 75.00 per cent passed the requirements for 60 words per 
minute, 18.75 per cent for 80 words per minute and 6.25 per cent for 100 
words per minute.
Typewriting requirements on the job, as compared to those in school, 
were "easier" for the graduates in their present positions.
Filing and typewriting were the most common clerical duties per­
formed by respondents on their first jobs. The typewriter was the only 
office machine used largely on a full-time basis.
Five of the respondents indicated a separate course in office 
machines should be taught.
The majority of the graduates presently employed indicated the 
requirements for use of office machines on the job were "easier" as 
compared to the school requirements.
Forty-five of the 113 respondents had additional business traini 
after graduation. Advanced shorthand and key punch training headed tb 
list of courses taken. The majority of the students needing additions 
training took their courses at Jackson State College and Utica Junior 
College.
The majority of the respondents indicated they were adequately p 
pared in clerical, stenographic and bookkeeping duties.
Conclusions and Recommendations
As a result of the findings of this study and comments given by 
business education graduates (see Appendix B), the following recommen­
dations arq made:
1. A separate business machines course should be taught.
2. The business machines course should train on the skill level 
those business students who will seek general clerical and bookkeeping 
positions. Students training for stenographic and secretarial positio 
should have extensive training on the transcribing machines in additio 
to shorthand. However, all business graduates should have some acquai 
anceship with all types of office machines.
3. All students should be exposed to the correct use of the tel 
phone through the clerical office practice course.
ll. Some instruction time should be devoted to teaching basic 
business English with enphasis on composition of letters, punctuation, 
spelling, and sentence structure.
£. In spite of the small number of graduates using shorthand on 
the job, students should be encouraged to take two years of shorthand, 
because it is an asset in obtaining employment.
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6. Further follow-up studies of business education graduates 
should be conducted periodically in order to keep abreast with new 
developments in business and for the purpose of improving the business 
education curriculum.
7. A periodic survey of businesses should be conducted to give 
the businessmen an opportunity to express their opinions concerning the 
high school curriculum and employment qualifications of graduates.
8. In view of the fact that the majority of the graduates are 
employed in Jackson and vicinity, it is further recommended that the 
business education curriculum be set up to train students for this area.
appendix a
Appendix A lists the naiaes and addresses of all respondents who 









Linda Faye Alexander 
1129 Maple Street Apt., 7A 
Jackson, Mississippi 39203
Jacqueline Anderson 
2926 Flora Street 
Canton, Mississippi
Moses E. Anderson 
239 Roosevelt Street 
Jackson, Mississippi 39205 
Fort Bragg, North Carolina
Leola Bingham 
916 Lanier Avenue 
Jackson, Mississippi 39203
Lorrange Blue
319 Ehst Fortification Street 
Jackson, Mississippi 39205
Kenneth Bogan 
6l3 Randall Street 
Jackson, Mississippi 39203 
Fort Pork, Louisiana
Tom Bradfort 




103U Larkspur Street 






3627 Wabash Street 
Chicago, Illinois 6c6l9
Barbara McLaurin Bryant 
7lfL Kennsington Street 
Jackson, Mississippi 39206
Mary Joyce Buchaulter 
12lj0 Marks Avenue 
New York, New York
Justina Newsome Burnett 





Patricia Jean Burnett 
2530 Brora Street 
Jackson, Mississippi 39213
Rosie Lee Calvin 
135 Lemly Avenue 
Jackson, Mississippi 29309
Jewel Campbell 
1109 Karine Street 
Jackson, Mississippi 39213 
Atlanta, Georgia
Linda Chatman
1297 Whitfield Mill Road
Jackson, Mississippi 39203
Dorothy Jean Carroll Coleman 
8ll Spring Street 
Chicago, Illinois 60619
Golds Coleman 
2611 Whitfield Mill Road 
Jackson, Mississippi 39213 
Fort Braggs, North Carolina
Ebinezer Collins 
2202 Mobile Avenue 
Jackson, Mississippi 39213 
Fort Dicks, New Jersey
Shirley Collins 
2202 Pleasant Avenue 
Jackson, Mississippi 39213
Helen Cotton 
2270 Summit Drive 
Brandon, Mississippi
BLdrige Harris 





Patricia Ann Ellis 
3725 Cromwell Street 
Jackson, Mississippi 39213
Mary Flemming
li*38 1/2 pillars Street
Jackson, Mississippi 39205
Mary Ann Frazier 
117D McTyre Street 
Los Angeles, California
Chester Harvey 
3338 Hollywood Apt., 1*D 
Grand prairie, Texas 705050
Gerald Jerea May Hayes 
6663 Lyndon Johnson 
Jackson, Mississippi
Linda Hendricks 
310-1 Elamor Avenue 
New York, New York
Georgia Hicks 








Willie Jean Garnett 





Beverly L. Garrett 




















Shirley Ann Hunter 
1602 Pleasant Avenue 
Jackson, Mississippi 39203
Donnie F. James 




1*00 E. Randolph Street 
Chicago, Illinois
Deborah Johnson 
21*6 Whitfield Street 
Jackson, Mississippi
George Johnson 




Joan Deloris Johnson 






523 ’Watson Street 
Jackson, Mississippi 39203
D. L. Jones 
8U6 Granberry
Jackson, Mississippi 39203 
Fort Braggs, North Carolina
Laura Lorene Jones 
7li5 South West Street 
Jackson, Mississippi 3920U
Shirley Ann Jones 
85l Lanier Avenue 
Jackson, Mississippi 39203
Lula Jordan
736 E. 8ls Street
Chicago, Illinois 6o6l9
Ada Mae Joyce
207 E. Maple Street
Jackson,.Mississippi 39203
Doretha Kendricks 
Route 2 Box 369D 
Flora, Mississippi
Mae Margaret King 
555 Illinois Street 
Jackson, Mississippi 39201;
Joseph Knox, Jr.





Patricia Ann Lewis 
1122 Carnation Street 
Jackson, Mississippi 39213
Joyce Lewis






603 Campbell Street 
Jackson, Mississippi 39203
Pamela Mayweather 
2337 Hollywood Avenue 
Jackson, Mississippi 39213
Bridget L. McKinley 
521 W. Maple Street 
Jackson, Mississippi 39213
Kenneth McLaurin 
lli2 E. Cohea Street 
Jackson, Mississippi 39205
Lee Samuel Miller 
335l Hollywood Avenue 






1U27 DeForest Street 
New York, New York
V&nda Faye Myers
2256 Whitfield Mill Road
Jackson, Mississippi 39213
Albertine Newsome 
2ii22 Woodlavn Street 
Jackson, Mississippi 39213
Chrisse Antonette Nixon 















Emma Jean Pringle 















3106 ’Whitfield Mill Road
Jackson, Mississippi 39213
Sidney Scott












lkZ9 Kinnington Street 
Jackson, Mississippi 39213
Patricia anith






1110 l&rine Street 
Jackson, Mississippi 39213 
Atlanta, Georgia
Mae Christine Sturgis 
l6ll N. Lamar Street 
Jackson, Mississippi 392Q5
Joyce Sutton
1129 W. Maple Street, Apt. 17B 
Jackson, Mississippi 39203
Linda C. Tatum 
6581 Holmes Avenue 
Chicago, Illinois
George F. Taylor 
2139 Ludlow Street 
Jackson, Mississippi 39203
Sonnett Bell Terry 
109 High School Drive 
Colonial Terrace Apt. 60U 















1335 Grand Avenue 
Chicago, Illinois
Roi Dianne Townsey 






1018 Biloxi Street 
Jackson, Mississippi
Dorothy Walker 
2li59 Morton Avenue 
Jackson, Mississippi 39213
Hilda Wansley
2910 Booker Washington Street 
Jackson, Mississippi 39213
Bobby Washington 







New York, New York
Octavia Williams 
3070 Coleman Avenue 
Jackson, Mississippi
Carmen Wilson 






Unedited notes from business education graduates of ¥. H. Lanier 
High School who participated in this study.
Letter sent to all business education graduates of W. H. Lanier 
High School who graduated during the years of 1969, 1970 and 1971. 
The questionnaire which was mailed to all business education 
graduates of W. H. Lanier High School who graduated during the years 




Everything that the program had to offer has helped rae a great 
deal. Sometimes I regret that I did not put more time in learning all 
the courses that were offered in the field of business.
A lesson to the student after high school life. School is a 
start and should be treated as such. Do not fail to do all that you can 
to get all out of school that you can.
Stress that attitudes are very important. For instant your boss is 
the bossj do the right thing and you can’t live in the world alone.
I feel that each student (especially female) should be required to 
take typewriting and seme type of office training because after graduation 
the most you can expect is some type of office job.
I feel that students in all business courses should be taught to 
carefully proofread their work especially typewriting and shorthand.
I feel that students should really be taught how to operate all 
types of machines with a high rate of skill.
I feel that students should be taught on all types of machines 
not just a few, a complete separate course in office machines should be 
taught.
37 hi Brinkley Drive 
Jackson, Mississippi 39213 
September l£, 1972
Your class has been selected by Lanier High School to determine your 
activities after graduation for the purpose of evaluating the high scho 
business education department. With your help, and the help of all you 
former classmater, we hope to acquire information that will help us imp 
business education offerings. Will you take a few minutes to complete 
the enclosed questionnaire and help us in this project.
The information sheet is divided into three main areas: College and 
Future Training, Employment Record, and Use Made of High School 
Training. When all of the graduates fill in the parts of the informati 
sheet that apply to them, it will help make our report much more accura 
Information received on this report will be treated confidentally and 








Lanier will be a better high school for the effort you have made to do 
good job in completing the questionnaire. Please use the enclosed, 
stamped envelope and return the information sheet soon. Why not sit 
down right now, fill in the questionnaire, and drop it in the nearest 
mail box.
Sincerely,
Mrs. Estella R. Hughes
Si closure:
JACKSON PUBLIC SCHOOLS
Lanier High School 62
Jackson, Mississippi 39213 
September 15>, 1972
Name_________ _________________________________ _________________ Class of 19
Last Name First Name Iiiddle Name
COLLEGE OR FUTURE TRAINING INFORMATION:
1. Have you taken or are you taking any courses beyond your high school education? 
Yes____ No____
A. College or University: If you have attended college, please complete the 





Major Area Date Started Date Left Graduate
B. Business College or Technical school: If you have attended business col­
lege or a technical school or have been in the military service, please 
complete the following. List the last school first.
Name of School or Branch of Service Date Started Date Left Graduated
EMPLOYMENT RECORD:
1. Have you been employed at any time since leaving high school? Yes___ No.___.
A. If the answer to this question is Yes, please fill in the following infor 
mation chart, listing your last position first.
Time Bnployed




B. Please indicate below with a check mark how you secured your first job 
after graduation from high school.
____ State Employment Services ___ Newspaper advertisement
____ Direct application ____A relative
____ A friend .____Other (specify)________________
Did you have to take a test to secure any of the jobs that you have held? 
Yes_____  No._____.
If the answer is yes, what type of test did you take?___________________
C. Have you ever failed to secure employment because of a lack of training 
or a special skill? Yes____ No____.
If the answer to the above question was Yes, what specific skill or 
training were you l a c k i n g ? ____________________________________
Have you been employed because of some specific skill or training you 
learned in high school? Yes_______No._____ .
Explain
D. If you are currently Not employed, please check the reason:
_Married
_Unable to get work 
In military
_Working at home 
_Disabled or ill 
Operating own business
_Quit your job 
_In school 
Other
E. If you ha\e done or are doing office or store work, check the duties w 










_Charge of books 













_Demons tra ting 
^Canvassing 
“Financial state 
_Customers * stat 
Other
USE MADE OF HIGH SCHOOL TRAINING:
1. Please check subjects you took in high school and the use you are making c 
Include military service by writing an (M) after the check mark. Check pe 
use if the subjects are helping for background work in college or for your 





Used of Job Personal













Adv. Gen. Business 
Business English 








From the foregoing schedule of business subjects, list the subjects you d: 
take, but for which you have found a need.1. 2. 3.
A. In your search for employment after graduation from high school, checl 
job qualifications pertaining to skill, knowledge, or other qualificai 
specified by the prospective employer.
__ Ability to typewrite ___Ability to use shorthand
English fundamentals ___Legible handwriting
___Filing ___Record keeping
Meeting customers Handling mail
Operating a business machineLetter composition 




B. What high school business courses have helped you the MOST since graduation?
1 .____________________________ 2._____________________  3.___________________________
What high school business course have helped you the LEAST since graduation?
1.________________ 2.____________ 3.________________
In your opinion did your business training in high school equip you for the 
job or jobs you have held since graduation? Yes___No_____ .
In going from high school to the employment world, what has been the biggest 
problem of job adjustment that you have had to make on any job?
ADDITIONAL COMMENTS:
Please feel free to make any comments you might have for improving the 
business curriculum in Lanier High School or on any classes that were not 
offered that you feel would be of value to you now.



